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DRAFT DOCUMENT – PRELIMINARY VERSION FOR REVIEW
This document is a working draft and does not constitute official agency guidance. It is being shared for feedback purposes to refine content before final release.

DISCLAIMER: This document is intended solely for informational purposes and provides guidance to support implementation of relevant federal and state authorities. School districts retain discretion in how they implement federal and state requirements based on individual student circumstances and local context. Districts are encouraged to seek legal counsel to ensure compliance with state and federal law.

Directions for Using This Log
· During implementation: File the Activation Record and Deactivation Record in the student’s special education file. Transfer the data to this running log summary (date range, duration, criterion, decisions, disputes) after each deactivation.
· At annual review: Use the data in the log to complete the Annual Review Data Summary section and inform the IEP team’s determination about whether to continue, modify, or terminate the arrangement.
· Retain: Keep this log with the student’s special education records. It travels with the student if they transfer within or between districts.
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	Field
	Information

	Student Name
	

	Student ID
	

	Conditional Surrogate
	

	Date Arrangement Established
	

	Case Manager
	



Running Log of Activations
	Activation Start Date
	Activation End Date
	Duration
	Criterion Used
	Decisions Made
	Student Disputed?
	Notes

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	

	
	
	
	
	
	☐ No ☐ Yes
	



Annual Review Data Summary (Only Completed at Reviews)
Review Period: From _____________ To _____________

	Metric
	Value

	Total number of activations this period
	

	Total time in activation status
	

	Average activation duration
	

	Most frequently used criterion
	

	Number of activations disputed
	

	Number exceeding max duration
	



